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Appendix I: User Responsibility for Safeguarding
Government Property 
I.1 General: NASA employees are required to exercise the proper care to safeguard
Government property. Failure to exercise minimum safeguards results in the employee
being held financially liable for the loss, damage, destruction, or theft of Government
property, when negligence is determined. The following are examples of precautions
employees should take to minimize the loss, damage, destruction, or theft of
Government property: 

I.2 Office and Laboratories 

I.2.1 Items such as cell phones, palm pilots, blackberries, calculators, etc. should be
kept under continued control. 

I.2.2 Doors to laboratories, which house equipment, should be under positive control. 

I.2.3 Doors to offices, which house equipment, should be locked whenever practical. 

I.3 Travel 

I.3.1 Keep sensitive property under your positive control and do not leave unattended.
Airlines and temporary lodgings do not assume responsibility for lost or stolen valuables.
Do not check sensitive equipment as baggage on transportation carriers (airplanes,
trains, buses, etc.). 

I.3.2 If you leave sensitive property in a room in your temporary lodging while you are
out of the room, store the item in a security safe (room or hotel) whenever possible.
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However, if a room safe is not available, place the property out of sight upon leaving the
room and double check that the room door is locked. 

I.3.3 Before traveling outside of the U.S., always contact your Center Export
Administrative Office and local Security Officer about the items and data in your
possession. 

I.4 Equipment in a Motor Vehicle 

I.4.1 Lock the vehicle any time it is left unattended. 

I.4.2 Do not leave sensitive items inside vehicles; unless secured in locking glove box or
car trunk, and never leave these items inside of unattended motor vehicles overnight or
for extended periods. 

1.4.3 Do not leave portable equipment or instruments in open work trucks beds. 

I.5 Office Moves 

I.5.1 Once the move is completed, report anything that you cannot find immediately to
the property custodian and the person in charge of the move. 

I.5.2 Notify the property custodian of the location change so that the property records
can be updated to reflect the new location. 

I.6 Acquired Property Which Has Not Been Processed Through Central Receiving 

I.6.1 Notify Central Receiving, Center Equipment Management, or the responsible
property custodian in accordance with the Center's policy immediately upon receipt
(direct deliveries) of any controlled equipment, regardless of the procurement method so
the equipment is properly controlled and tagged. 

I.7 Others 

I.7.1 Do not leave controlled or sensitive items in unsecured areas (hallways, outside,
etc.). 

I.7.2 When changing organizations or office location, notify your property custodian. 

I.7.3 Notify your property custodian of any property no longer needed. 

I.7.4 Use property only for its intended purpose. 

I.7.5 Use property only for official purposes. 

I.7.6 Obtain a property pass for Government property leaving the NASA Installation or
Subinstallation. 

I.7.7 Via NF 598, Property Survey Report, immediately report to the property custodian
property that you cannot find. 

I.7.8 Whenever theft of property is suspected, immediately notify your supervisor, the
corresponding property custodian, and the NASA Security Office immediately. 
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